
EMPLOYEES

Don’t Panic and Wash your Hands

How do I know if I have been exposed to COVID-19? 
1. Have you been in close contact with a person known to be infected, and had unprotected contact with 

potentially infectious secretions? For example, have you been within 6 feet of an infected person?
2. Have you recently traveled to an area or occupied a space that was reported to have a high number of 

COVID-19 cases?
3. Are you exhibiting signs and symptoms of the virus? The most prevalent sign is a fever of over 100°F.  

The most prevalent symptoms are cough and difficulty breathing.  

If you answered yes to any of the questions above you MAY have been exposed. What do you need to do? 
1. Notify your immediate supervisor, and communicate any changes to your condition daily.  
2. You may be required to stay home from work for 14 days from the last exposure.
3. Perform self-monitoring by taking your temperature twice a day and remain alert for respiratory symptoms 

(cough, shortness of breath, sore throat). 
4. If you start having symptoms, wear a face mask so that you do not unnecessarily expose others. 
5. If you begin experiencing symptoms, call the Coronavirus Care Line at (434) 200.1225.  
6. If severe respiratory problems persist, seek medical attention right away. Understand that there is no 

treatment for the virus, only treatment for the underlying conditions that you may have.  

I’m having some signs and symptoms of the virus but I am not sure if I have been exposed?
1. Don’t go to work with a temperature of 100°F or more. (This should always be the case)
2. Perform self-monitoring by taking your temperature twice a day and remain alert for persistent respiratory 

symptoms (cough, shortness of breath, sore throat). 
3. Notify your supervisor immediately.
4. If you start having symptoms, wear a face mask so that you do not unnecessarily expose others.  
5. If severe respiratory problems persist, seek medical attention right away. Understand that there is no 

treatment for the virus, only treatment for the underlying conditions that you may have.  

SUPERVISORS

• Be informed of your department’s infection control policies and procedures. 
• Provide support to your employees regarding leave availability.  
• Be aware of employees’ privacy rights and refrain from spreading health related information. 

What do I do if someone reports signs and symptoms while at work?
1. Have the employee limit their access to others while in the process of leaving to go home and self-isolate.
2. Use the proper personal protective equipment while cleaning work areas. 
3. Ask the employee to self-monitor and report any worsening symptoms.  
4. Have the employee report back to work only after they are symptom free for 48 hours and provide a 

medical clearance.

What do I do if someone reports signs and symptoms prior to coming in to work (i.e. over the phone)
1. Have them follow the guidelines above for “I’m having signs and symptoms of the virus”
2. Remember that symptoms range in severity; the vast majority of those that have tested positive have 

recovered from this in as little as a couple days. We will overcome.  
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